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ABSTRACT €
: This annotated bibliography reviews 12 publications
dealing with substitute teaching, including an article listing at
least five ways principals can avoid problems with substitute
teachers, a guidabook providing detailed advice for substitute

' teachers, an article suggesting community people with special
knowledge be called in as an alternative to hiring a substitute, two
articles on increasing the effectiveness of substitute teachers, and
a description and analysis of a college socioclogy professor's
experiences as a substitute teacher. Other articles give advice for
devising strategies to make substitutes an effective part of the
school's migsion; report the results of a comprehensive survey of
Substitute programs in 1,728 school districts; describe examples of
innovative programs that have proved to be successful in improving
the quality of substitute teachirg; describe a Houston program for
training effective substitutes; give advice to regular teachers,
department chairpsrsons, and administrators on what exactly a
substitute can or cannot do and on the cooperation necessary to
integrate substitutes into the regular classroom without disruption;
?nd ?tfet a checklist to evaluate a substitute teacher program.
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Substitute Teachers

n B Booth, M. R. “Get Your Money's Warth by Hiring
Super Substitutes.” The Executive Educator, 3, 8
{August 1981}, pp. 34, 37. £} 249 876.

What can a schaol manager do to find and keep good substi-
tutes?

With as much as § percent of a school’s faculty on anv given
duy being substitute teachers and with their costs averaging be-
tween $30 and $80 per dav, school executives can't afford to
ignote the quality and experience of substitutes. Fortunately, the
author of this article points out, there are at Ieast five ways prin-
cipals can avoid problems with substitute teachers.

First, a principal can keep a record of goad substitutes, including
information on the distances they live from school and their fields
of training. Fellow principals might also iecommend good substi-
tutes——a service they would no doubt appreciate in return.

Interviewing a prospective substitute can also give clues to a
teacher’s itexibility, resourcefulness, and sense of humor. Posing
hvpothetical situations, Booth advises, will gain more information
about a potential substitute than asking for their general attitudes.

Third, in preparing a substitute for work—a task that Booth
stresses can be started in the interview. —principals should cover
the “dark” areas in their school's operating pracedures. those areas
that strangers would know nothing about—where to park, where
to pick up lesson plans, whete and when to sign in. "Nothing
should be assumed” about what the substitute is tamiliar with. An
onientation packet would show the substitute to the cafeteria and
library and provide maps of fite escape routes, as we'l as explain
school policies on attendance.

* Next, a substitute “is crippled without three basics: lesson plans,
an attendance roster, and seat'ng charts.” Classroom teachers can
be required to file emergency lesson plans with department heads.

Finally, principals should ensure continuity in discipline by
providing evaluation forms for substitutes on helpful and problem
students. Rudeness or misbehavior to a substitute should be fol-
lowed up with penalties equal to those for abuses of regular

teachers.
2 Teachers. Snow Hill, Maryland: Worcester County
Board of Education, 1984. 17 pages. ED 242 661.

The author of this encouraging guidebook provides substitutes
with detailed advice-—ranged chronologically from preparing for
class to afterclass tasks—with an emphasis on provudmg a positive
classroom climate for stud* s to learn, to interact, and to have
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Cannon, Geneva. Survival Guide for Substitute

tun in the process.” Cannon’s emphasis on the practical details
of classroom management might make this an excellent seneral
handbook tor substitutes.

Even it thev are called in on short notice, itis vital that subtitutes
prepare ior class by arriving early to review the classtoom teacher's
materials and ask questions about school rules or \pecial students’
needs. They should also be prepared to provide emerpency lesson
plans if none was left by the classroom teacher.

With a sense of being prepared, a substitute can periorm dip-
lomaticaily and purposefully: smiling, introducing himself or her-
self, and informing the class why the regular teacher iv gone and
when he or she will return. Perhaps the most important piece of
advice Cannon ofters.is that, beginning as suon as class starts, the
substitute shauld convey the impression that something important
is happening in the classroom.

Then, of course, the substitute must follow up the sense of
importance with a clear direction in the lessons and activities of
the day. Students need to be told how as well as what to do and
why: directives should inform students of a lesson’s objectives,
the way it should be done, and what to do after they finish.
Cannon suggests that the substitute circulate among students as
they work, giving guidance and answering questions. Summariz-
ing the day’s activities for the regular classroom teacher enables
the latter to integrate that day with the regular class program.

Above ali, Cannon makes clear to substitutes that they, too, are

rnportant parts of a school program.
33 The Clearing House, 56, 9 (May 1983), pp. 397-98.
€] 280 867.

‘When a classroom teacher is absent, it could be a unitue op-
portunity instead of a problem. Instead of hiring a substitute, a
principal can call in a guest teacher. An intriguing aiternative to
a substitute program, a guest teacher arrangement uses community
people with special knowledge in various areas, people who will
engage the special needs and interests of the students.

To begin organizing such a program, each classroom teacher
would make out a request list, describing the pecific knowledge,
skills, and approaches that Would enhance the course objectives.
After the list is approved by the faculty committee and submitted
to the administration for approval, guest teachers can be invited
to apply to the new program. Each district might invent its own
criteria and format for the applications, which can range from
projected lesson plans to videotaped examples of applicants’

Deutchman, Sandra E. “Why Settle for a Substitute?”
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teachiog, Students can abvo review the applicants and express
their pretetences. A computer night be used to store the informa-
twon ot s ready tor review and selection when a ¢ lassroom
teacher must be abent,
~When the tlu bug strikes, a guest teacher is on call. Students
enpect o hear something new and pertinent trom the guest — and
tosee someone that they may even have had a hand in choosing.
Bewdes being o retieshing alternative to substitutes,  guest

teac hees could suggest new content, methods, and resources to
miraduce mto the regular curnculum. Guest teaching might just
turn the uncertainty of calling na substitutes nto the enrichment
ot using knowledgeable practiioners,

Drake, Jackson M. “Making Eitective Use of the
Substitute: Teacher: An Administrative Opportu-
mnLT NASSE Bulletin, 65, 446 September 1981,
;)') T3-80. B 249 892,

4

Friedman relates how apparently triendly <tudents will wam a
substitute about & class's discipline prablems, only to become the
higgest discipline problem themwelves,

He had to resort to a kind ot theatricality in “assignment-exex u
ton,” in which hé was often required to il in class time with
impromptu content hecause the regular teacher's tessan plans
were tao short or too vague. \When teacher lott independent work
tor students, the wbstitute was rehieved of the need to improvise
and could help students.,

Enedman observes that substituting hears more study not only
because it 1 important in itselt but because it is an extreme,
strpped-down, speeded-un 1oy of teaching” that can provide
insights mto all eaching situations, :

®

Frasch, Carol Snow. “Thoughts on the Proper Utili-
zation ot the Substitute Teachor.” NASSP Bullotin,
68, 468 January 19841, pp. 8991, [} 291 495.

~\ «uhxmmo teacher © otten thought of as the “Spare tire’ ot
Amenican educaton.” quips Deake— that is, as an emergency re-

csource that s orgotten as soon as the emergency is over. Instead

ol contng the problem to substitutes, though, Drake lave it at
the school door. Substitutes Can be made more etiective teac hees.
e savs, with better adnnnistrative planning. In partic ular, recruit-
ment, selection, insenice traning, and evaluation need to be
wnproy e at most s hoobs, Fas \m,;,p\uu(\\ as the tollowing exam-
ples retlect. dearlh pomt to the role of the administrator:

Vanous heans ob rectiting good substitutes aught indlude -
volving parens. colleges, and regular or rehircd teachor in the
searc b

i ~creemng a cadre of substitutes, a principal vhould abhvayvs
select those who can teach—can adapt to anows sorts of clas-
roams, achieve rapport with students, demonstrate knowledge of
Asuhject held, and weather a rough teaching assignment with
humaor.

Besdes providing an insenvice onentation. an administrator
might remember to assign substitutes only to departments in which
they have cortiicanion and expertise,

Speciie standards could alvo be et for subctitutes i teac hing,
managenment techniques. profesaional attributes, and perconal
chatacterstos - general standards that can puide a subtitutes
setvcion! onentation, and evaluation.

In sum. save Drake, administrators should dispel their apathy
about subshitutes and begin to recognize their real value.

What happens when a college ociology protessar becomes a
substitute teacher in public schools? Friedman tells what it was
like to be that protessor. Besides tearning how to do the job of a
substitute, he also learned how to analyze the role.

He subntituted for 45 schanl days aver a ten-month period,
spending 39 davs in senior high schools, 4 at junior highs, and
2 atelementary schools. As a “typical” substitute the did not reveal
his occupation or advanced degree to students ar other teachers),
Friedman observed recruitment and orientation procedures and
daily routines.

He tound that he was expected to adapt to two major demand
areas - "order-maintenance” and “assignment-execution.”

The task of maintaining order in the classtoom, he found, de-
mands the same skills of substitutes as of regular teachers, though
the demands are intensified by the substitute's temporary status.
But substitutes also have special order-maintenance problems. In
describing the “phenomenon of the false friend,” for instance,

Friedman, Norman L. "High Schuol Substituting:
Task Demands and Adaptations in Educ ational
Wark.™ Urhar Education, 18, T tApril 19831, pp.

114-26. £} 282 266.
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There ate two common views on the question of subsitutes’
efiec iveness: either the substitute teachor needs to be otiented o
the school, or the regular classroom teacher needs to he wained
to provide tor the substitute’s needs. Although each view has its
mernits, the unique needs of each wchool will probably call wr
combining hoth approaches. In fact, cach school has very different
e\pee tattons ot its subtitutes. Some ~cChools are cone erned mainly
that substitutes control students, others that they maintain <ome
edud ational continuity,

Whatever the contern, a stratewy can be devised tor making
substitutes an effective part of the school’s mission. Ortentation
sessions, tor instance. can be as vaned as a ~chool requires or a
subsittute needs. They mav be as thotough as g <hort coure on
clasroom management or as briet as a summary of neces Ay
mtormation about «hool procedures.

Cooperation and coordination among ~chool datt can alvo aid
- meeting the school’s needs. But administrators will probably
have to delegate responsibilities in order 0 ensure evenone's
cooperation. Making sure that teachers leave lesson plans and
seating charts with substitutes, tor indtance, mav be necesaary to
make the most of substitute teachers” services, Assigning a neatby
teacher or administrator to respond immediately 1o a substitute's
plea tor hep can avoid future probierms.

tn general, tlexibility and admintarative planning are the kew
to guaranteeing that o hools and substitutes mesh. .

. )

Koelling, Charles H. “Substitute Teachers < S¢hool
Policies and Procedures w the North Central Rep-
won.” Education, 104, 2 tWinter, 1983), pp. 173-71.
£} 297 140,

Most school districts do not now have a systematic or etfective
substitute teacher program, concludes Koelling, who conducted
a comprehensive survey of substitute programs in 1,728 ~chool
districts, Koelling's questionnaire covered administrative arrange-
ments in substitute programs, the schools” determination of substi-
tutes” qualifications, and operational issues in runhing substitute
programs. The large sample ranged from wmall districts having
less than one thousand students to large districts of over ten
thousand. Koelling's data highlight areas of strength and weakness
in substitute programs,

There was unanimity in the low pay and uncertaie status af-
forded substitutes, Koelling found. In mast districts, the employ-
ment of substitutes was not by contract but day to day. Few districts
t6.7 percent) give fringe benefits to substitutes, but in every size
category, districts give regul - teacher’s pay to substitutes working
a minimum number of days per year. The majority of districts in
each category ako pav hetween $30 and $40 per day for their
substitutes.
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The lmmmg required for substitutes, a second tapic of Koelling's
research, was perthaps the \\vako\t aree. Although cerdication
Was & minmum requirement in 5T percent of the districts over
70 percent required no pinimum  pratessional traning nor any
special traitung in the field in which the substitutes were assigned
to teach, Mot susrisingly, over 97 percent required no previous
teaching experns w substitutes,

Stnlar to the apathy about teacher traming tor substitutes, Koel-
ling also found that nearly threesiourths o1 the districts had no
tormal programs tor esther orientation oF evaluation. An average
of othy 335 percent of all distnets had developed handbooks tor
substitite-tead hor orientation.

Wath the inadeqaacies of programs so evident. Roelhing suggests
anew emphasis on the mportance of substitates and an explora-
ton ot the costs and benetits of alternative arrangements.

) Kraft, Danie! W. “New Appm‘\(*fw\ to the Substitute
o) Teacher Problem.” NASSP Bulletin, 64, 437 Sep-
teraber 1980), pp. T9-86. F) 230 144, :

Kratt has assembled examples of imnovative programis that have
proved o be wctesaut inimproving the qualite of substitute
teaching. These new programs m onentation and ey aluation testis
again that ~chools can improve substitite teaching waith. flevible
and Creatinve policies,

CBwing Township, New Jersey, tor instance, otfers a ten-woek
course in substitute teaching as part of its evening adult-educ ation
progrant. A sevweek program in Wilmington, Delaware, pubh
schools covers school objectives and introduces subshitutes 0
adminntration, guidance. and health stais, “AMany ~Choot svatems
hold annual seminars,” Kratt pomts out, “to expiam new educa-
tonal innovations to subsiitutes, Substitutes mav alo attend T -
ultv meetings, datt insenice programn, and pasent-tegc her assoc i
ation tuncnons,”

s ot
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School districts v New York, Lov Angeles, Seattle, and elso-
where give substitutes extra tme fo prepare by means of a twenty-
tout-hoar recarded answenng swetvice, which permits teachers to
report their absences early. in Detroit, a computer focates substi-
tutes quickly andd docides whether a speadically requested subnti-
tate s avaitable.

in come schools, evaluation torms are avadable o sabstitutes,
who can rate the help thev recened trom teachers and adnmnis.
trators. Such tormw have been used in Grosse Pamte, Atk tigan,
and Medtord, Mascac husetts

Above atl, though, wubstitites will never function ettectnely
until they are consadered protessionals and as valuable parts of
~choal rcudtien. Renaming substitutes,. as womie ~Chonds have
done, as resene” or Tguest’ teachers or provding themy with
student "hosts™ to answ er ther questions can care student atttucdes
and alo improve the substitute's quatity of teaching.

@  Mclntire, Ronald G., and Hughes, Larry W. “Hous-
ton Pragratn Trams tective Substitutes.” Phi Delta

Aappan. 63, 10 dune 1980, p. 702 F) 264 270,

With tew substitutes having adequate protesaonal lea her - lmm
mg, how can prncipals encare that ther substitutes hay e the skibis
o nmanage a Classroom and meet the wchool < educ ational poak?

A practical program sponsored by the University of Houston.
Texas Southern Uanversty, and the Houston independent School
Ditnict addresses the speal demands that contront sabstitute
teachers. The Substitute Teacher Fducation Modules sSTEAR) are
twenth fwo-hour e e traung classes that <eek o unprove
the eitectiveness and working conchtions of subtitutes. The prob-
tenw addressed i the STEMS were wiggested by wubstitite teae hers
and venitied by reputar teachers and badding principals. Fach
STEM toctses on a simple vital Shall,

n developing the st or skills, the compilers die overed that
many of the skills of cubstitute teachers ditter from those of reguiar
teachers, For example, substitutes do not know the students they
wark with, so they must vary thew presentations ane rely on he-
havior management techniques. Thus, some modules teach wb-
stittites positive reintorcement techmigques to encourage students
appropriate hehavior.

Other STEMC teach program partic l;\mtx essential teaching
skiths: to et tasks at appropriste levels ot ditic ulty, to suppiv
prompis, and to divide long assignments inte shorter, more readiiy
accomplished tasks. Madules alvo emphasize communic ation
skilly, the mechanics of fifling out «chool torme, undentanding
~thool district policies and school laws, and using stete-adopted
texts and materiais. One particularly useful program deals with
lesson planning on short notice,

Results show the program has improved the quality of instruccion
and provided schools with dependable pools of knowledgeable
substitutes

1O

Some of the problems associated with substitute teachers may
grow from the fow priority giver, to them in the school watem.
Their pay scales do not reflect their ditfering amounts of experience
nor the benefits offered regular teachers. Their role expectations
are widely «cattered: administrators wanting order in the class-
room, tlassroom teachers wanting continuity with their programs,
and substitutes wanting to meet both sets of expedtations while
being all too aware of their low status in the system. In short,
their distance from the normal activities of a school can create
problems. For instance, how a substitue deals with the students’

Rawson, D.V. "Increasing the Ellectiveness of Sub-
stitute: Teachers.” NASSP Builenn, 65, 336 tsep-
tember 1921), pp. 81-4. £} 249 893.




wharation  anseh trome their regular eacher can detenimine

Q

wiwether students treat the substitute as weak or as an extension
vt the schoal's prpose and authority, \

Sohung thewe proble ot status and perception is really not <o
vlisive as it may weem, Solutions e in bringang the substitute
coset o the reaulare schoob envronment, dlaniving the vague
eypectattons. and wtroducing ool teedback procedures,
Perhaps a iacaiy harson, appointed by the prncpal, can tacihtate
commune ation between the substitute and the regular tacultv . A
shortinaeny e mneht be devoted to reducmg the taculte s cugpicion
al subaitetes and to dlartving roles and procedures, Finally, in-
stead v reluimg on admimidrative evaluations adene, o\ aluation
andd teedback could mvolve reaalar teachers who can alvo maitiate
IRWSTER TN .

Anah sy the problem caretalhy and involving the whole tac el
i coopetaine soluttons many be the best courses ot achiore
wabvimyg the sebsimute ddemma,

1L

The hev o antegrating substitutes into the regular ¢lassroom
without distuphion s knowing what wubstitutes can and cannnt
dov Toese mdspenaable Do'cand Don't's are addresaed o three

Rundall, Richard A. “Gne Your Sub a Break,” The
Cleanng House, 350 Faeptember 1981 ppo 434

b 20 TTS.

roups who are responsble for prepanng subshitutes, it iakes thee
Hule conperative elfort o mterrate substitutes mto a «chool < pra
wrany,

Fast o recudyr teadhers <hould remomber that the sabahitute
ddoesny tknow the studente Asaeaments chould be crowdspleasens
and shoudd ull the allotted e, Frdms o videos are the hewt
assienments. Reading asignments, aotive fessans, and combaning
Classes wath anather teacher alt keep vudents occupied. Subst-
tutes should e spared having to administer tests, do demonsira-
ons they may be untaondiar with, or give worksheets that the
<udents can do quac kb

Deprrtinent chapersans, too, can holp with advane e prepara-
~onat contact wath the s baitutes, Budpeting
tme dunngJdepa al meetings to dise uns taceity absence pro-
coedurecwal pay ¢ 0 oudeina smoother operation fater, Charpers
~ons analao wreet substitutes in the ahaeit teaches's Classenom,
helpang thoene ind lesaon plans and weating charts. They can top
by dunng the dav to belp with proalems or take the cubstitute to
lunch.

nen aswoell aswith s

- G.P.0. 1985 504.778

ERIC

Aruitoxt provided by Eic:

Besides archedtrating evervone's cooperation,  administrator
can abko provide the pencral wtamation <o needed by ubti-
tutes  hell «chedules, wetenal slips. e alb events scheduled tor
the dav. Such umall” conaderations tigere large tor @ substitute,

Admimatrators can make sure that saubsitutes don't have to waik.n

i the ottice at the end ot the day to torm i e chips, for indance,
or feanve not knowing o they are needed the tollow ing dav.
The responanlity tor integrating the wabstitie'™s work with the

T

repubar teacher s i not bnnted to one person, With a cdoperative s, «

vitort, the substitute’ s seny e canhe stronger and more ettective.

N2

The quiz tormat makes this artic e an enjovable wav to evatuate
vour substitete weacher programe Fach tem describes a poative
attribute of substitute progeams . Yorr iespond with how requenitly
vour program matt hes the desonption, A second section explains
the questions” importanc e and why cettam charaeterstics are de-
rable y substitute programs.

The queshons, hoth prachicat and theareticall summarize the

Substitute Teather Program.”  The  Executhe
Fducator 4, 6 tjune TO82 pp. 1617 E1263083.

saties and the advice most often given about substitute teadher
programs . as these examples demonsdrate:

Does vour school or distiet imterview prospedtive substitutes?
Are the questions appropnate to the tasks a substitite faces?

Doovou provsde subatitutes wath pachets of ntonnation about
vour schoal’s procedutes) whedules and pohaes?

Do vou keep a st o ettectnve substitates? Does the bt ine bude
subsiitutes quabiied to teach i each subject arca? Doedat note
who lives withun a tea-minute drve ot wchool?

Have vour regutar teachers tiled several days worth ot “univer-
<l lesaon plans, sutable tar emergencies? When rogotar wachers
are abrent, do they feave vital Classroom wtomation wor the sub-
stitute ceatng charts, attendance torms, or notes on indicidual
students? Does the prnaipal or o regular teacher drop i on the
substitute™s chass o ofter supporn?

Are there eyvaluations at the end of the dav? Does the substitute
evaluate the clas? Does the dlass evaluate the subdttate? Are
students puniched o they Cause trouble ter a subtitute?

Perhaps most importantiy, do sabstitutes engoyv working at the
~chool?

Seador, Elizabeth. “t !« This Testto Sprace Up Your ©

* “‘i.’

Y
.




